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If you are new to spreadsheets or to Microsoft Excel 


I 


f you are familiar with Lotus 1-2-3 


For all users 








For instructions on installing and startings Microsoft Excel, 
see Gelling Started. 






For a hands-on tutorial, see “Learning Microsoft Excel” in 
Getting Started. 





L- For a set of online lessons about Microsoft Excel, see the 
Microsoft Excel Tutorial. Start the tutorial by double- 
clicking the Microsoft Excel Tutorial! icon in the Microsoft 
Excel folder. 





ay For complete information on using Microsoft Excel, 
including procedures, tips, and troubleshooting, see the 
User’s Guide. 


we To learn how Microsoft Excel differs from Lotus 1- 
how to convert files, see Chapter 2, “Using Lotus 1- 
Microsoft Excel” in the User’s Guide. 
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oe For a description of the sample worksheet models and 
macros included on your Microsoft Excel disks, see 
Appendix B, “Microsoft Excel Library” in the User’s Guide. 





ee For complete descriptions of all worksheet and macro 
functions, see the Function Reference. 


i | @ ~ | For instant access to reference information on your 
computer screen, use online Help. Choose Help from the 
Microsoft Excel Window menu. 





fi For a guide to the Microsoft Excel screen, see the 
Quick Reference. 


b.] For a list of keyboard shortcuts and capsule descriptions of 
worksheet functions, see the Quick Reference. 


ww For a conversion table of Lotus 1-2-3 commands, see the 
Vuick Reference. 
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Introduction 


Welcome to Microsoft Excel Quick Reference. With this book, you can 
quickly look up reference information on the Microsoft® Excel features 
that you will use most often. 


This book has five main sections: 


# Screen Guide uses extensive screen art and callouts to show you the 
parts of the Microsoft Excel window. 


# Help on Commands tells you how to find information about the 
Microsoft Excel commands and their dialog box options. 


# Keyboard Shortcuts lists all the keyboard shortcuts in Microsoft Excel. 
The keyboard shortcuts are divided into task-oriented categories; for 
example, keyboard shortcuts that are available when you edit a work- 
sheet are listed under “Editing.” 


= Worksheet Functions lists all the Microsoft Excel worksheet functions 
and gives a brief description of each one. The functions are divided into 
categories; for example, functions you can use while working in a data- 
base are listed under “Database Functions.” 


# Lotus 1-2-3 to Microsoft Excel Command Conversion Table lists Lotus 
1-2-3 commands and their equivalent commands in Microsoft Excel. 
When appropriate, additional information about using the command in 
Microsoft Excel is noted. 


Screen Guide 


Use the art in this section to learn about various parts of the Microsoft 
Excel window, such as the menu bar, tool bar, and formula bar. You'll also 
find information on how to move around and select items on a document 
window and identify parts of a chart window. 


For more information on the parts of the screen and how to use Microsoft 
Excel, see Chapter |, “Microsoft Excel Basics,” and Chapter 3, “Creating 
and Using a Worksheet,” in the Microsoft Excel User's Guide. For more 
information about charts, see Chapter 11, “Creating a Chart.” 
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The Microsoft Excel Window 


Formula bar (details follow). 


Menu bar. To choose a command, drag the mouse to the command, or | Tool bar 
press PERIOD (.) on the numeric keypad and then the underlined letters (details follow). 


“ é@ file Edit Formula Format Data Options Macro Window i 
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Status bar. Shows command _— Extend mode (F8). This position also 
hints and current modes. displays Add mode (SHIFT+F8). 
CAPS LOCK key is turned on. Text entered in all uppercase. 


NUM LOCK key is turned on (SHIFT+CLEAR). Numeric 
keypad enters numbers when on, scrolls when off. 


SCROLL LOCK key is turned on (SHIFT+F 14). Scrolls without moving selection when on. 


Fixed Decimal option is turned on (Options Workspace command). 
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The Formula Bar 


Displays reference for active cell or selected object. 









Visible only when formula bar is active. 


Displays contents of active cell. To edit an 
entry, click here or press COMMAND+U. 


Enter box. Click here or press ENTER to 
enter your value or formula. 







Cancel box. Click here or press 
COMMAND+PERIOD to cancel your entry. 


The Tool Bar 


Drawing tools. Click the tool, then drag across the worksheet. 
After drawing, format object with Format Patterns command. 


Selection tool. To select 
objects, click here and drag 
Outlining buttons across the objects. 





Promote button. Arc tool. Press SHIFT 
Promotes selected rows while dragging to limit 
or columns one level. arcs to quarter circles. 
Demote button. Oval tool. Press SHIFT 
Demotes selected rows while dragging to limit 
or columns one level. ovals to exact circles. 


Show outline symbols Rectangle tool. Press SHIFT 


button. Shows and hides while dragging to limit 
outline symbols. rectangles to squares. 
Select visible cells Line tool. Press SHIFT while 
button. Selects only dragging to limit lines to 


visible cells in the outline. 45-degree angles. 
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The Tool Bar, Continued 


Italic button. Turns italic on and off. 


Bold button. Turns bold 
on and off. 







Alignment buttons; equivalent to 
Format Alignment command. 


Style box. Drag from arrow to style name 
(0 apply a formatting style or click the 
current style name and then type the 
name of the style you want to apply. 


Right alignment button. 










Center alignment button. 






Left alignment button. 


Chart tool. Select a cell range, click here and drag across 
the worksheet to embed a chart. 






Auto-sum button. Click to put the SUM function 
and a proposed sum range in the active cell 
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Text box tool. Click here and drag across the worksheet. Type text directly 
in the box. Format the text and box with Format menu commands. 











Button tool. Creates a button to run a command macro. Click here and drag 
across the worksheet. Type button text directly in the button. 


Camera tool. Takes a picture of the selected cell range or 
chart and pastes it as an object on a worksheet. 
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The Document Window 





Close box. Click to Zoom box. Click to enlarge or 
close window. restore window size. 











Column headings. Click to select 
entire column. Drag line to the right 
of the head to change column width. 







Title bar. Drag to 
move window. 





Active cell. 
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Row headings. Click to select entire row. Drag Scroll bars 
line below the head to change row height. (details follow). 






Size box. Drag to resize window. 


Scroll Bars 


Scroll bars. Click the gray area 
to scroll one screen. 










Scroll boxes show relative position 
within document. Drag to scroll 
long distances. 







Click scroll arrows to scroll one row or column at a time. 
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The Chart Window 


Gridlines Chart arrow 
Chart title 
Series marker Tick mark (attached text) 


Combined Sales & 
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Value (y) axis 





Axis label Data series Category (x) axis 


Legend 


Unattached text 
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Plot area 


Data series name 


Tick mark label (attached text) 
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Help on Commands 


In addition to the procedural information in the Microsoft Excel User's 
Guide, Microsoft Excel provides online information for all commands in 
two places: 


a The status bar displays a brief description for each command as you 
move through the commands and menus with the mouse or the 
keyboard. 


a Online Help contains a complete description of each command and its 
dialog box options. 


For information on choosing a command and selecting dialog box options, 
see “Choosing Commands” in Chapter | in the Microsoft Excel User’ s 
Guide. 

uuu Getting help on the command you specify 


1 Press COMMAND+SHIFT+QUESTION MARK (?). On an extended keyboard, 
press SHIFT+HELP. 


The mouse pointer changes to a question mark. 
2 Choose the command you want help on. 


Microsoft Excel displays information about the command and its dialog 
box options. 
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Command (dialog box option) 
Key, b Oar d Sh ortcuts or action » Keyboard shortcut 
Microsoft Excel has a set of keyboard shortcuts that you can use to carry Edit Copy Picture COMMAND+SHIFT+C 
out commands and select dialog box options directly from the keyboard— Edit Cut COMMAND+X 
by using these shortcut keys you bypass the menus. Other shortcut keys let Edit Delete COMMAND+K 
you move, select, and edit large documents more efficiently. xia 
Edit Fill Down COMMAND+D 
Help Keys Edit Fill Right COMMAND+R 
Edit Insert COMMAND +! 
Linch eee Edit Paste COMMAND+V 
Activate the Help window COMMAND+SLASH (/) Of HELP 
si Edit Paste Special COMMAND+SHIFT+V 
Activate context-sensitive Help COMMAND +SHIFT+QUESTION MARK (7?) 
or SHIFT+HELP Edit Repeat COMMAND+Y 
Edit Undo COMMAND+Z 
. . . File New COMMAND-+N 
Working with Files 3 Q 
File Open COMMAND+O 
To Press File Print COMMAND+P 
Create a new document COMMAND+N File Quit COMMAND+Q 
Save active file with the File Save COMMAND+S File Save COMMAND+S 
command 
is, Sal oa File Save As COMMAND+SHIFT+S 
Save active file with the File Save AS © COMMAND+SHIFT+S 
iia Format Border (Outline) COMMAND+OPTION+ZERO (0) 
Open an existing file CoMiaes Format Border (Left) COMMAND+OPTION+LEFT ARROW 
Cad antes He COMMAND+P Format Border (Right) COMMAND+OPTION+RIGHT ARROW 
a ne teieaiainiiiedts Format Border (Top) COMMAND+OPTION+UP ARROW 
Cine ieiint irsaiend windian cena Format Border (Bottom) COMMAND+OPTION+DOWN ARROW 
Format Border—remove all borders COMMAND+OPTION+HYPHEN (-) 
Format Column Width (Hide) CTAL+ZERO (0) 
Commands Format Column Width (Unhide) CTRL+SHIFT+ZERO (0) 
Command (dialog box option) Format Font (Bold—toggles between COMMAND+SHIFT+8 
oraction Keyboard shortcut applying and removing bold) 
Chant Select Chart COMMAND+A Format Font (Italic—toggles between COMMAND+SHIFT+! 
(chart window only) applying and removing italic) 
Data Extract COMMAND+E Format Font (Outline—toggles COMMAND+SHIFT+D 
between applying and removing 
Data Find Next COMMAND +F outline font) 
Data Find Previous COMMAND+SHIFT +F 
Edit Clear COMMAND+B8 


Edit Copy COMMAND+C 
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Keyboard Shortcuts 





Command (dialog box option) 


Command (dialog box option) 
or action Keyboard shortcut or action Keyboard shortcut 
Format Font (Plain text—removes all | COMMAND+SHIFT+P Formula Select Special (Column COMMAND+SHIFT+\ 
font styles) Differences) 
Format Font (Shadow—toggles COMMAND+SHIFT+W Formula Select Special (Precedents: | COMMAND+( 
between applying and removing Direct Only) 
shadow) Formula Select Special (Precedents: | COMMAND+SHIFT+{ 
Format Font (Strikeout—toggles COMMAND+SHIFT+HYPHEN (-) All Levels) 
— applying and removing Formula Select Special COMMAND+] 
strikeout) (Dependents: Direct Only) 
Format Font (Underline—toggles COMMAND+SHIFT+U Formula Select Special COMMAND+SHIFT+] 
between adding and removing (Dependents: All Levels) 
underline) _ 
Formula Select Special (Visible Cells | COMMAND+SHIFT+2 
Format Number (General format) COMMAND+OPTION+~ Only) 
Format Number (#,##0.00 format) COMMAND+OPTION+! Help—activate Help window COMMAND+/ or HELP 
Format Number (h:mm AM/PM COMMAND+OPTION+@ Help—activate context-sensitive COMMAND+SHIFT+? OF SHIFT+HELP 
format) Help 
Format Number (d-mmm-yy format) — COMMAND+OPTION+# Options Calculate Document COMMAND+SHIFT+= 
Format Number COMMAND+OPTION+$ Options Calculate Now COMMAND+= 
[$#, ##0.00_):($#,##0.00) format ieee an | 
e Options Display (Formulas—toggles | COMMAND+ (single left quotation 
Format Number (0% format) COMMAND+OPTION+% between formulas and values) mark) 
Format Number (0.00E+00 format) COMMAND+OPTION+“ Options Display (Outline Symbols— COMMAND+8 
Format Row Height (Hide) CTAL+9 toggles between displaying and 
Format Row Height (Unhide) CTRL+SHIFT+9 hiding outline symbols) 
Options Display (Objects—switches COMMAND+6 
A 
Formula Define Name oe between displaying placeholders for 
Formula Find—opens dialog box COMMAND+J objects, showing all objects, and 
Formula Find (find next cell) COMMAND+H hiding all objects) 
Formula Find (find previous cell) COMMAND+SHIFT+H Options Workspace (Too! Bar— COMMAND +7 
toggles between displaying and 
Formula Goto COMMAND+G hiding the tool bar) 
Formula Note COMMAND +SHIFT +N Outline—demotes a row or column COMMAND+SHIFT+K 
Formula Reference COMMAND +T Outline—promotes a row or column — COMMAND+SHIFT+J 
Formula Select Special (Notes) COMMAND+SHIFT+O (letter O) Too! bar—activates style box COMMAND+SHIFT+L 
Formula Select Special (Current COMMAND +OPTION+"* Too! bar—auto-sum button COMMAND+SHIFT+T 
Region) ‘ei 
Tool bar—selects visible cells only COMMAND+SHIFT+Z 
Formula Select Special (Row COMMAND +\ button 
Differences 
Tool bar—show outline symbols COMMAND+8 
button 


Window Show Info COMMAND+F2 
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Moving and Selecting 


To 

Move left, right, up, down 
Move to beginning of row 
Move to end of row 
Move up one screen 
Move left one screen 
Move down one screen 
Move right one screen 
Move to cell A1 


Move to lower-right corner of 
worksheet 


Move to edge of data block 
Select row 
Select column 


Select entire worksheet except 
objects, if a cell is selected; select all 
objects on a worksheet if an object is 
selected 


Select current data block 


Extend selection left, right, up, or 
down 


Extend selection to edge of data 
block 


Go to a specific cell or range 
Find cell with specific contents 
Find next cell 

Find previous cell 


Press 
ARROW keys 
HOME 

END 

PAGE UP 


COMMAND+PAGE UP 
PAGE DOWN 
COMMAND+PAGE DOWN 
COMMAND+HOME 
COMMAND+END 


COMMAND+ARROW 
SHIFT+SPACEBAR 
COMMAND+SPACEBAR 


COMMAND+SHIFT+SPACEBAR or 
COMMAND+A 


COMMAND-+ASTERISK (") ON NUMeric 
keypad 


SHIFT+ARROW 
CONTROL+SHIFT+ARROW 


COMMAND+G 
COMMAND -+J 
COMMAND+H 
COMMAND+SHIFT+H 





Keyboard Shortcuts 


Moving and Selecting Within a Single or Multiple 


Selection 


To move 

Down one cell in the selection 
Up one cell in the selection 
Right one cell in the selection 
Left one cell in the selection 
To next corner of range area 
To next range in a multiple selection 


To previous range in a multiple 
selection 


Press 
ENTER" 
SHIFT+ENTER" 
TAB" 
SHIFT+TAB** 
COMMAND+SHIFT+A Of CTRL+PERIOD 
CTRAL+TAB 
CTRL+SHIFT+TAB 


“If selection consists of a single row, then pressing ENTER or SHIFT+ENTER moves the active cell 


right one cell or left one cell, respectively. 


“it selection consists of a single column, then pressing TAB or SHIFT+TAB moves the active cell 


down one cell or up one cell, respectively. 
Editing 

To 

Activate formula bar 
Carry out an action 
Cancel an action 
Repeat last action 
Undo last action 
Insert cells 

Delete selection 
Clear formulas 

Cut selection 

Copy selection 

Paste Clipboard data 


Change absolute/relative references 
in formula bar 


Delete preceding character in 
formula bar 


Edit cell note 
Define a name 


Press 
COMMAND+U 
ENTER 
COMMAND+PERIOD (.) 
COMMAND+Y 
COMMAND +Z OF F1 
COMMAND +1 
COMMAND+K 
COMMAND+8 
COMMAND+xX or F2 
COMMAND+C Or F3 
COMMAND-+V or F4 
COMMAND+T 


DELETE 


COMMAND+SHIFT+N 
COMMAND+L 


’ 
“ 
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To 

Calculate all documents 

Calculate active document 

Create sum formula 

Copy a picture 

Paste selected parts of the copy area 
Fill Right 

Fill Down 


Formatting 


To 
Apply a general number format 


Apply currency format with two 
decimal places 


Apply percentage format with no 
decimal places (0%) 


Apply exponential number format 


Apply date format with the day, 
month, and year 


Apply time format with the hour, 
minute, and indicating AM or PM 


Turn left border on and off 
Turn right border on and off 
Turn top border on and off 
Turn bottom border on and off 
Turn outline border on and off 
Remove all borders 

Turn bold on and off 

Turn italic on and off 

Turn underline on and off 
Turn strikeout on and off 
Turn outline on and off 

Turn shadow on and off 
Format as plain text 

Hide a row 


Press 

‘COMMAND+EQUAL SIGN (=) 
COMMAND+SHIFT+EQUAL SIGN (=) 
COMMAND+SHIFT+T 
COMMAND+SHIFT+C 


COMMAND+SHIFT+V 
COMMAND+R 
COMMAND+D 


Press 
COMMAND+OPTION+~ 
COMMAND+$ 


COMMAND+% 


COMMAND-+OPTION+% 
COMMAND+OPTION+# 


COMMAND+OPTION+@ 


COMMAND+OPTION+LEFT ARROW 
COMMAND+OPTION+RIGHT ARROW 
COMMAND+OPTION+UP ARROW - 
COMMAND+OPTION+DOWN ARROW 
COMMAND+OPTION+ZERO (0) 
COMMAND+OPTION+SHIFT+HYPHEN (-) 
COMMAND+SHIFT+B 
COMMAND+SHIFT +1 

COMMAND +SHIFT+V 

COMMAND +SHIFT+HYPHEN (-) 
COMMAND+SHIFT+D 


COMMAND-+SHIFT+W 
COMMAND+SHIFT+P 
CTRL+9 





To 

Unhide a row 
Hide a column 
Unhide a column 


Working in the Formula Bar 


To 


Inserts the current date in the 
formula bar 


Inserts the current time in the 
formula bar 


Copies the value from the cell 
above the active cell into the 
formula bar 


Fills selection with formula 


Enters the formula as an array 
formula 


Move one character up, down, 
left, or right 


Move to start of line 
Move to end of line 


To convert a reference from 
relative to absolute, from absolute 
to mixed, and from mixed back to 
relative 


Working in the Data Form 


To 
Select a field 


Choose a command button 


Move to same field in next record 
Move to same field in previous record 


Move to next field that you can edit in 
record 


Move to previous field that you can 
edit in record 
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Press 
CTRL+SHIFT+9 
CTRL+ZERO (0) 
CTRL+SHIFT+ZERO 


Press 
COMMAND+HYPHEN (-) 


COMMAND-+; 


COMMAND+'’ 


OPTION+ENTER 
COMMAND+ENTER 


COMMAND+U, ARROW key 
(UP, DOWN, LEFT, RIGHT) 


HOME 
END 
COMMAND+T 


Press 


COMMAND +key for underlined letter in 
field name 


COMMAND+key for underlined letter in 
button 


DOWN ARROW 
UP ARROW 
TAB 


SHIFT+TAB 
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To 
Move to first field in next record 
Move to first field in previous record 


Move to same field 10 records 
forward 


Move to same field 10 records back 
Move to last record 

Move to first record 

Move within a field 

Delete previous character 

Delete selected text 

Select within a field 


Scrolling in Data Find 


To find 
The next matching record 
The previous matching record 


The next matching record at least 
one window down trom the selection 


The previous matching record at 
least one window up from the 
selection 


Changing the Display 


To 

Switch between displaying values 
and formulas 

Display and hide tool bar 


Switch between displaying all 
objects, displaying placeholders, 
and hiding all objects 


Switch display of outline symbols on 
and oft 


BRIN cae tae 


Press 

ENTER 
SHIFT+ENTER 
PAGE DOWN 


PAGE UP 

CTRL+PAGE DOWN 

CTRAL+PAGE UP 

HOME, END, LEFT ARROW, RIGHT ARROW 
DELETE 

DELETE 


SHIFT+HOME, SHIFT+END, SHIFT+LEFT 
ARROW, SHIFT+RIGHT ARROW 


Press 

DOWN ARROW Of COMMAND+F 

UP ARROW Or SHIFT+COMMAND+F 
PAGE DOWN 


PAGE UP 


Press 


COMMAND+SINGLE LEFT QUOTATION 
MARK (°) 


COMMAND+7 
COMMAND +6 


COMMAND+8 





Working with Windows 


To a 
Select menu bar 


Close document window 
Activate the next window 
Activate the previous open window 


Keyboard Shortcuts 


. Press : 


SLASH Of PERIOD On numeric keypad 
when Num Lock mode is off 


COMMAND+W 
COMMAND+M 
COMMAND+SHIFT+M 


Working with Charts 
To Press 
Move to next item RIGHT ARROW 
Move to previous item LEFT ARROW 
Move to next class of items DOWN ARROW 
Move to previous class of items UP ARROW 
Select the entire chart COMMAND+A 
Using Function Keys 
Key Command or action 
FA Edit Undo 
SHIFT+F1 Context-sensitive Help 
F2 Edit Cut 
SHIFT+F2 Formula Note 
COMMAND+F2 Window Show Info 
F3 Edit Copy 
SHIFT+F3 Formula Paste Function 
COMMAND+F3 Formula Define Name 
COMMAND+SHIFT+F3 Formula Create Names 
F4 Edit Paste 
COMMAND+F4 Close active window 
F5 Formula Goto 
SHIFT+F5 Formula Find (find cell with specific contents) 
COMMAND+F5 Restore (decrease) window size 


F6 Next pane 





Key 

SHIFT +F6 
COMMAND+F6 
COMMAND+SHIFT+F6 
F7 


SHIFT +F7 
F8 


SHIFT +F8 

FQ 

SHIFT+F9 

F10 
COMMAND+F10 


Fit 

SHIFT+F11 
COMMAND+F 11 

Fi12 

SHIFT+F12 
COMMAND+F 12 
COMMAND+SHIFT+F 12 


Command or action 

Previous pane 

Next document window 
Previous document window 
Formula Find (find next cell) 
Formula Find (find previous cell) 


Turn Extend Selection mode on or off; if you are 
already in Add To Selection mode, changes to 
Extend Selection mode 


Turn Add To Selection mode on or off 
Options Calculate Now 

Options Calculate Document 

Activate menu bar 


Toggles between enlarging and shrinking active 
document window 


File New (Chart option) 

File New (Worksheet option) 
File New (Macro Sheet option) 
File Save As 

File Save 

File Open 

File Print 
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Worksheet Function List 


This section lists all the worksheet functions divided into categories accord- 
ing to what each function does. For a complete description of worksheet 
and macro functions, see the Microsoft Excel Function Reference. For 
procedural information on using worksheet functions, see the Microsoft 
Excel User's Guide. 


Database Functions 


DAVERAGE (database field,criteria) 
Returns the average of selected database entries 
DCOUNT (database field,criteria) 
Counts the cells containing numbers from a specified database and 
criteria 
DCOUNTA (database field,criteria) 
Counts nonblank cells from a specified database and criteria 


DGET (database field,criteria) 


Extracts from a database a single record that matches the specified 
criteria 


DMAX(database field,criteria) 
Returns the maximum value from selected database entries 
DMIN(database field,criteria) 
Returns the minimum value from selected database entries 
DPRODUCT (database field criteria) 
Multiplies the values in a particular field of records that match the 
criteria in a database 
DSTDEV (database field criteria) 
Estimates the standard deviation based on a sample of selected database 
entries 
DSTDEVP(database field,criteria) 
Calculates the standard deviation based on the entire population of 
selected database entries 
DSUM(database field criteria) 
Adds numbers in a database 
DV AR(database field,criteria) 
Estimates variance based on a sample from selected database entries 
DVARP(database field,criteria) 
Calculates variance based on the entire population of selected database 
entries 
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Date and Time Functions 


DATE(year,month,day) 

Returns the serial number of a specified date 
DATEVALUE(date_text) 

Converts a date in the form of text to a serial number 
DAY (serial number) 

Converts a serial number to a day 
DAYS360(start_date,end date) 

Calculates the number of days between two dates based on a 360-day 

year 
HOUR(serial_ number) 

Converts a serial number to an hour 
MINUTE(serial number) 

Converts a serial number to a minute 
MONTH (serial number) 

Converts a serial number to a month 
NOW() 

Returns the serial number of the current date and time 
SECOND(serial_ number) 

Converts a serial number to a second 
TIME(hour minute second) 

Returns the serial number of a particular time 
TIMEVALUE(time_ text) 

Converts a time in the form of text to a serial number 
TODAY() 

Returns the serial number of today’s date 
WEEKDAY (serial number) 

Converts a serial number to a day of the week 
YEAR(serial number) 

Converts a serial number to a year 


Financial Functions 


DDB(cost.salvage life period factor) 
Returns the depreciation of an asset for a specified period using the 
double-declining balance method 
FV (rate nper, pmitpyv type) 
Returns the future value of an investment 
IPMT (rate, per nper py fv type) 
Keturns the interest payment for an investment for a given period 


. 
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IRR(values,guess) 
Returns the internal rate of return for an investment, without financing 
costs or reinvestment gains 


MIRR(values finance_rate,reinvest rate) 
Returns the internal rate of return where positive and negative cash 
flows are financed at different rates 
NPER(rate,pmt py fv type) 
Returns the number of payments for an investment 
NPV(rate,value/ ,value2,...) 
Returns the net present value of an investment based on cash flows that 
do not have to be constant 
PMT(rate,nper pv fv,type) 
Returns the periodic total payment for an investment 
PPMT(rate,per,nper pv fv,type) 
Returns the payment on the principal for an investment for a given 
period 
PV(rate ,nper,pmt fv,type) 
Returns the present value of an investment 
RATE(nper,pmt py fv type guess) 
Returns the interest rate per period of an investment 
SLN(cost,salvage,life) 
Returns the straight-line depreciation of an asset for one period 
SY D(cost,salvage,life per) 
Returns the sum-of-years’ digits depreciation of an asset for a specified 
period 
VDB(cost,salvage.life,start_period,end _period factor ,no_ switch) 
Returns the depreciation of an asset for a specified or partial period 
using a declining balance method 


Information Functions 


ADDRESS(row_num,column_num,abs_num,al,sheet text) 

Returns a reference as text to a single cell in a worksheet 
AREAS(reference) 

Returns the number of areas in a reference 
CELL(info_type, reference) 

Returns information about the formatting, location, or contents of a cell 
COLUMN(reference) 

Returns the column number of a reference 
COLUMNS (array) 

Returns the number of columns in a reference 


ni 
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INDIRECT(ref text,a/) 
Returns a reference indicated by a text value 


INFO(type_num) 

Returns information about the current operating environment 
ISBLANK(value) 

Returns TRUE if the value is blank 
ISERR(value) 

Returns TRUE if the value is any error value except #N/A 
ISERROR (value) 

Returns TRUE if the value is any error value 
ISLOGICAL(value) 

Returns TRUE if the value is a logical value 
ISNA(value) 

Returns TRUE if the value is the error value #N/A 


ISNONTEXT(value) 
Returns TRUE if the value is not text 


ISNUMBER(value) 
Returns TRUE if the value is a number 


ISREF( value) 

Returns TRUE if the value is a reference 
ISTEXT(value) 

Returns TRUE if the value is text 
Nivalue) 

Returns the value converted to a number 
NAC) 

Metinia the enon vale AN/A 
ONES Pefereneesows cols heltulitwidity 

Returms a reference offset from a given reference 
ROW (reference) 

Returns the row number of a reference 
ROWS (urray) 

Returns the number of rows in a reference 
Tivalue) 

Converts its arguments to text 
TYPE(alue) 

Returns a number indicating the data type of a value 


Worksheet Function List 





Logical Functions 


AND(logical] logical2,...) 

Returns TRUE if all its arguments are TRUE 
FALSE() 

Returns the logical value FALSE 
IF(logical_test,value_if_true,value _tf false) 

Specifies a logical test to perform 
NOT (logical) 

Reverses the logic of its argument 
OR(logicall logical2,...) 

Returns TRUE if any argument is TRUE 
TRUE() 

Returns the logical value TRUE 


Lookup Functions 


CHOOSE(index_num,value! ,value?,...) 
Chooses a value from a list of values 


HLOOK UP(lookup_ value,table_array,row_index num) 
Looks in the first row of an array and moves down the column to return 
the value of a cell 

INDEX(reference,row_num,column _num,area_num) 

INDEX(array,row _num,column num) 

Uses an index to choose a value from a reference or array 
LOOKUPCookup value lookup vectorresull: vector) 
LOOKUP lookup valnearay) 

Pooks tp) valies Ht referee Ob any 
MATCH ookup vilie lookup aay ype) 

Looks up values in a reference or array 
VL OOKUP(lookup_ value, table_array,col_index num) 


Looks in the first column of an array and moves across the row to return 
the value of a cell 


Mathematical Functions 
ABS(number) 

Returns the absolute value of a number 
EXP(number) 

Returns e raised to a given number 


FACTUmumber) 
Returns the factorial of a number 
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INT(number) 
Rounds a number down to the nearest integer 


LN(number) 

Returns the natural logarithm of a number 
LOG(number ,base) ‘ 

Returns the logarithm of a number to a specified base 
LOG lO(number) 

Returns the base-10 logarithm of a number 
MOD(number divisor) 

Gives the remainder from division 


PI() 
Returns the value 1 


PRODUCT(number! ,number2.,...) 
Multiplies its arguments 
RAND() 
Returns a random number between 0 and | 


ROUND(number num digits) ‘i 
Rounds a number to a specified number of digits 


SIGN(number) 

Returns the sign of a number 
SQRT (number) 

Returns the square root of a number 


SUM(number] number2,...) 
Adds its arguments 


TRUNC(number,num_ digits) 
Truncates a number to an integer 


Matrix Functions 
MDETERM(array) 
Returns the matrix determinant of an array 
MINVERSE(array) 
Returns the matrix inverse of an array 
MMULT(array/ array2) 
Returns the matrix product of two arrays 
SUMPRODUCT(array/ ,array2,...) . 
Multiplies corresponding components in the given arrays and returns the 
sum of those products 
TRANSPOSE(array) 
Returns the transpose of an array 
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Statistical Functions 


AVERAGE(number 1 .number2....) 

Retums the average of its arguments 
COUNT(value/ ,value2,...) 

Counts how many numbers are in the list of arguments 
COUNTA(value/ ,value?2,...) 

Counts how many values are in the list of arguments 
GROWTH (known_y's,known_x’ s,new_x' s,const) 

Returns values along an exponential trend y= b¥mv 
LINEST(known_y's,known_x’'s,const,stats) 

Returns the parameters of a linear trend 

Y= MX, + M7QX2 + +--+ bor y=m*x+b 
LOGEST(known_y’s,known_x’ s,const,stats) 

Returns the parameters of an exponential trend 

y= (b¥(m)Ax, )*(mzx5)*- ‘-)or y= b*¥mAx 
MAX(number] number2.,...) 

Returns the maximum value in a list of arguments 
MEDIAN(number] ,number2,,...) 

Returns the median of its arguments 
MIN(number! number2....) 

Retums the minimum value in a list of arguments 
STDEV (number! number2,...) 

Estimates standard deviation based on a sample 
STDEVP(number 1 ,number2,...) 

Calculates standard deviation based on the entire population 
TREND(known_y’s,known_x's,new_x’ s,const) 

Returns values along a linear trend y = m*x + b 
VAR(number! number2,...) 

Estimates variance based on a sample 
VARP(number] number2,...) 

Calculates variance based on the entire population 


Text Functions 
CHAR(number) 
Returns the character specified by the code number 
CLEAN(text) 
Removes control characters from text 
CODEtext) 
Returns the code number of the first character in text 
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DOLLAR (number decimals) 

Formats a number and converts it to text 
EXACTUextl text2) 

Checks to see if two text values are identical 
FIND(find text,within_text,start_at_num) 

Finds one text value within another (case-sensitive) 
FIXED(number decimals) 

Formats a number as text with a fixed number of decimals 
LEFTUext,num chars) 

Extracts the leftmost characters from a text value 
LEN(rext) 

Returns the length of a text string 
LOWER (tfexr) 

Converts text to lowercase 
MID(ext,start_num,num chars) 

Extracts a number of characters from text 
PROPER (ex7) 

Converts text to initial capitals 
REPLACE(old text,start_num,num_chars,new text) 

Replaces characters within text 
REPT(text,number_times) 

Repeats text a given number of times 
RIGHT(text,num_ chars) 

Extracts the nghtmost characters from a text value 
SEARCH (find _text,within_text,start_num) 

Finds one text value within another (not case-sensitive) 
SUBSTITUTE(ext,old text,new_text,instance_num) 

Replaces characters within text 
TEXT (value format text) 

Formats a number and converts it to text 


TRIM(rext) 
Removes spaces from text 
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UPPER (text) 
Capitalizes every letter in a text value 


VALUE (text) 
Converts a text argument to a number 


Trigonometric Functions 


ACOS(number) 

Returns the arccosine of a number 
ACOSH(number) 

Returns the inverse hyperbolic cosine of a number 
ASIN(number) 

Returns the arcsine of a number 
ASINH(number) 

Returns the inverse hyperbolic sine of a number 
ATAN(number) 

Returns the arctangent of a number 
ATAN2(x_num,y_num) 

Retums the arctangent from x- and y-coordinates 
ATANH(number) 

Returns the inverse hyperbolic tangent of a number 
COS(number) 

Returns the cosine of a number 
COSH (number) 

Returns the hyperbolic cosine of a number 
SIN(number) 

Returns the sine of a number 
SINH(number) 

Returns the hyperbolic sine of a number 
TAN(number) 

Returns the tangent of a number 
TANH(number) 

Returns the hyperbolic tangent of a number 
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